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Job description

Job title:			Central Private Healthcare Administrator  
Reports to:			Private patient Sales & Coordination Manager
Term                                           12 Month Contract (maternity cover)
Contracted hours                        30 Hours 

Purpose of role
The role is working for the central Private Patient Contact Centre where you will contribute to the smooth running of administrative processes across 10 hospitals and surgical centres. It will ensure patients receive a seamless experience by dealing with enquiries, online bookings and tasks efficiently and thoroughly. Providing a high quality administrative and secretarial service for the unit to ensure an efficient service. 
This role enables you to gain a broad depth of experience and knowledge within our Private offering at Practice Plus Group, giving lots of opportunity for progression within our other Private patient teams.
Key tasks 
· Primary task is to manage admin tasks associated to online bookings for both Self Pay and insured patients including taking payments, and other important information in a time sensitive manner.
· Provide advice in matters relating to customer enquiries both over email and telephone.  
· To assist and support the Private teams at all sites remotely when required.
· Raise quotes and take payments using our customer relationship management system (CRM).
· Support Private Patient Sales Team with group mailbox, responding to Private imaging enquiries, and assisting with enquiries that PPG are unable to offer. 
· Manage and process patient referral letters and any associated documentation
· Use of a customer relationship management (CRM) system and Patient Administration System (PAS), inputting data and uploading documents.
· Having a professional and friendly manner whilst being responsive and empathetic towards patients.
· Be knowledgeable about hospital processes, best practice and the patient pathway.
· Practice and maintain a high standard of confidentiality at all times and exercise absolute discretion in the use of all patient information. 
· Helping colleagues with administrative duties such as ordering stationary, printing, posting and photocopying. 
· To assist Private Patient Sales Team with sales enquiries when required.
· Speaking regularly with other team members across 11 hospital sites to ensure that the information held centrally is accurate and up to date.
· To help implement new ways of working to improve the private patient experience and efficiency of service.
· Offer mailbox support for head office when required, directing enquiries to appropriate departments, and scanning in received post.








Person Specification

	CRITERIA
	ESSENTIAL
	DESIRABLE

	Qualifications

	· 5 x GCSEs A*-C (or equivalent)
	

	Experience
	· Experience in a customer service or administrative role
	· Experience in a hospital or patient facing environment 


	Skills and Knowledge
	· Good numeracy skills with ability to calculate procedure prices.
· Excellent telephone manner and verbal and written communication skills.
· Good IT skills with the ability to adapt to new IT systems quickly 
· Great organisational skills and the ability to work autonomously 
	· Knowledge of the Private Healthcare market 


	Other Factors





	· An empathetic and understanding attitude
· Ability to work in a team environment 
· A genuine interest in the Private Healthcare market 
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